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BACKGROUND

The Departnment of Administration (DOA) Division of Facilities Devel opnent
(DFD) has occasion to develop the scope of work for certain repair renovation
or inprovenent projects for Institutions/Centers (see DOA-4576 Attachnment 1 -
2 pages) which conbines the use of Departnent of Health and Fanily Services
(DHFS) FTE Staff Craftworkers and short-term LTE enpl oyee | abor (Trade Union
represented nmenbers). The Federal Internal Revenue has specific injunctions
and penalties against the hiring of individual services on a contractual basis
in lieu of enployee services under direct supervision by staff EMPLOYEES
Capital Project Funds 490/495 are allocated by DFD for the paynent for LTE
costs on these construction projects. DFD cannot hire a DHFS LTE. DHFS hires
the LTE, and rmust be reinbursed for LTE sal ary expenses by the Fund 490/ 495
dollars allocated to the DFD Capital Project budget.

POLI CY

The Institution/Center Facilities Staff hires the LTE through normal payrol
processes. Note: Trade Union LTE's are eligible for the annual Union

stipul ated salary increase (usually June 1%t of each year). An FMS project
nunber will be assigned in appropriation 267 to record the LTE payrol
expenditures. Institution/Center Business Ofice will generate an invoice to
DFD t hrough the W SMART accounts receivable system (ARS) in the anpbunt of the
LTE bi-weekly salary/fringe. Anpunts collected via ARS will be coded to a
revenue account in the appropriation center that records the LTE expenditure.

PROCEDURE

1. DHFS Engineering will notify the Institution/Center Busi ness Manager when a
Capital Projects Fund 490/ 495 project has been approved by DFD for the hire
of LTE trade union |abor (see Attachment 1 — 2 pages).

2. Institution/Center Business Ofice should contact the assigned BFS Lead
Accountant to assign an FMS project nunber in appropriation 267. Business
Ofice will notify their Personnel Ofice staff to process the short-term
LTE aut horization to hire.

3. DHFS Engi neering submts the LTE encunbrance request to the DHFS/ BFS
Capital Projects Coordinator to enter into WSMART (see Attachnent 2). DFD
approves the LTE encunbrance via standard Fund 490/ 495 transaction
processi ng.

4. Actual LTE hours worked shall be recorded on tinesheets as usual
Ti mesheet is submitted to the Institution/Center Payroll Ofice bi-weekly
for regular payroll processing. The Facility craft supervisor forwards
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(faxes 267-6749) a copy of the LTE bi-weekly tinesheet to the DHFS
Engi neer-in-charge of the construction project who nonitors the budget
bal ance proj ections.

5. Institution/Center Business Ofice staff generates an invoice through
W SMART Accounts Recei vabl e Subsystem (ARS) in the anpbunt of the
salary/fringe. The invoice will reference the 5-digit DFD Project Nunber.
Submit the invoice with payroll cost back-up docunentation to: DOA/ DFD
c/ oDHFS/ DMT Chi ef Engi neer, 1 WW ] son St-PO Box 7850, Madi son W 53707-
7850. The Business O fice can invoice bi-weekly or nonthly from payrol
information. Anmounts collected via ARS will credit a revenue account in
t he appropriation 267 project.

6. DHFS Engi neering approves and forwards the invoice to the DHFS/ BFS Capita
Proj ects Coordi nator for paynent processing. Fund 490/ 495 encunbrance
paynments are nade on a next day basis. DFD Project Managers nay elect to
approve payments on a Fund 490/ 495 Direct Charge transaction processing
basi s.

ATTACHMENTS

1. DOA-4576 — Request for Snmall Project Approval (DFD)(2 pages)
2. Sanpl e meno requesting LTE Fund 490/ 495 encunbrance

REFERENCES

DHFS APP Section 8—Fi xed Assets 2.0 (State Capital Projects/Construction
Projects Transaction & Mnitoring Process)

CONTACTS

Cheryl Jatczak, DHFS Capital Projects Coordinator
Accounts Payable/Billing & Collections
(608) 266-0375

Jean Cevelinger, Chief
Accounts Payable/Billing & Collections
(608) 266-0594
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State of Wisconsin

Cepartment of H Sarvi
Divislon of M ﬂrfmlo; o
ENGINEERIN i 07

1 West Wilsan Shréet Fodm 1 rag -, -
Madisan, Wisconsin 53707-7850 @ -

Fax soletdrd | PH 1:53
REQUEST FOR SMALL PROJECT APPROVAL

\Project Information: . Sy
DFD Tracking No; 7 |'r g 8(3 .

STATE OF WISCONSIN

DEPARTMENT OF HEALTH & FAMILY SERVICES
OCA-45TE [A10GT)

Project: Tuckpointing and Centrol Joint Repairs : f -—
DFD Project No; 6'7@ gJ v
Agency/Institution:___Mendota Mental Health Institute DFD Project Mgr; /_é-vuﬂ::_'_ 5
Building Name: Various Buildings Building No:
Contact Person:___Bill Duckwitz Phone Mo:__ 608-243-2087
Estimated Project Budget: (attach supporting cost est ) Funding Sources: {GFSB;@QI)
Construction $_- 28,500.00 Facilities §_-25oha-a8
Contingency 5 Utilities L
Equipment 5 HSE -]
Other $ Energy 5
$ Prog. Revenue $
Design Fee 5 Seq. Funds 3
DFD Management Fee 5 500.00 Roads $ S
* $500 on all delegated projects Rocfing 3
+ 4% of construction related costs Preventive Maint. § L9 o000
on non-delegated projects : Other ( ] § e
| Total Budget $_29.000.00 Work Classification: [] Repair [ ] Improvement

I.Aqencv.f Institution Request Approval: (See attachment No. 4 of the Small Project Guidelines)

The work does not conflict with current or pending work at the site. The work is not part of an enumerated major project. The work
will not affect the operation of the existing mechanical system; if so, detailed information is attached If approved, the work will not

appear on a subsequent Biennium's All-Agency funding request.
Approved By: _W Date; é Z E{ ﬁ g

t
(Agency/lnstitution Small Projects Caoranfator)

DFD Funding Recommendation:*

[~/ Approved [ ] Mot Approved [ ] Approved With Modifications
Description of Modification/ Reason for Non-Approval:

Shtr S PROJECT Wit FRES1PE Tw CA Lo 7InG XK&rAalrk Te (o DeMrsis
#F o o : E . Sr
Haee Ay Memow, e (54/;7,, BLP5ET, f'; 4/ Fig o 4 ;?//

Approved Projects Routing

___ RW'sFile

___Bldg. & Grounds Supt.

DCTF — Lechie Verfcman

| <!
/ Sm. Proj. Binder
Reviewed By /'W n’é_.:/_g.m Date: & /22 /F;
’/ < X rd ra

(OFD Staff Specialist)

Approved By: . ; : Date:__ é: - 5}‘?" f}‘?

(DFD Administrator)
" {ltems to be completed by OFD) " continued—>>>
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|Dalrgated Authority Requested by The Agency: :
[ X | Delegated Design Authority Agency AJE: __Agency Staff
[ %] Delegated Bidding Autharity Agency Rep: __Agency Staff
[ %] Delegated Contracting Authority Agency Rep: ___Agency Staff
[ X] Delegated Construction Oversight Agency Rep: __Bill Duckwitz ﬁ'f Rodin Benton
>>>ANDIOR=<<
Mon-Dalagated Authority:
[ | Design by DFD or Consultant Consultant;
[ ] Bidding, Contracting by DFD
[ 1 Construction Oversight by DFD Construction Coordinator;
Wo Performad By: WEPA Action Required:
[ 1 Construction Contract : [X] LTE [ ] Typel
[ Purchase Order—fH{a deaiad, [ ] Institution Staff [ ] Typell
[ ] Professional Services Contract [ ] Cther [X] Typelll

Description of Work: (attach additional pages if needed)

The scope of the work includes tuckpeinting exterior masonry joints, replacing broken/missing bricks and replacing exterior masonry
control joint sealants. MMHI will hire an LTE mason and purchasefrent the necessary equipment and supplies to perform the work on

the exteriors of several buildings. MMHI will provide the supervision and coordinate the work. There is one mason on staff who will
work with the LTE. It is estimated the work will take 3-4 months.

Explanation of Need: (attach supporting documentation)

There are numerous locations where the brick mortar joints have open cracks which is allowing water to infiltrate the walls. This is
causing leaks and structural damage. Other areas have cracked bricks due to inadequate control joints. Cracks and open joints are

also a problem at the control joints as is the sealant around mndnws and vents. All these items have potential for serious damage due
to freeze-thaw cycle and should be corrected.

Energy Projects:

| Estimated Annual Savings: $ Estimaled Payback Pd: YIS, Estimated Utility Rebate: $

Project Schedule: < Distribution:*
Complete Design: e T ﬂ
Receive Bids: e — el TRY {
Award Contract: — F L el BT e
Start Construction: July 1998 Ane, 1777 fr. B AagLre

Complete Project: _<October 4988 Sent /741

e
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ATTACHMENT 2

STATE OF WISCONSIN
CORRESPONDENCE/MEMORANDUM

Department of Health & Family Services / Engineering Section

Date: March 30, 19%%

To: Kate Hutson
Bureau of Fiscal Services

From: Robert Wentzelf?ﬁﬁaﬁ

DHFS Engineering Secticn

Subject: Mendota Mental Health Institute
Tuckpointing and Masonry Repairs
Project No. 98695

Completion of the above project, which has been approved by the
division of Facilities Development, requires MMHI to hire an LTE mason
for approximately 16 to 18 weeks. Funding for this position will be
provided by Project No. 98695.

Please encumber funding in the amount of $20,711.49 so MMHI can be
reimbursed for the salary paid to this LTE.

If you have any questions or need additional information regarding
this project please let me know.

cc: Charles Ziegler, MMHI
Project File

wp\memo\mstr,rw




